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Making Effective and Professional Oral Presentations

Preparing for an oral presentation
means identifying your purpose
and understanding the audience.

Today's work environments require employ-
ees to fully develop their presentation skills
s0 that they are prepared to share informa-
tion in informal settings as well as in more
formal presentations. Preparing for a team
presentation involves deciding what you
want to accomplish, understanding your au-
dience, gathering information, and working
together to develop a polished performance.

In getting ready for an oral presentation, you probably feel a great deal of anxiety.
For many people fear of speaking before a group is almost as great as the fear of
dying. Jerry Seinfeld spoke about this fear during a monologue in Episode 61 of
Seinfeld: “According to most studies, people’s number one fear is public speaking.
The number two fear is death. Death is number two!!! Now, this means, to the aver-
age person, if you have to go to a funeral, you're better off in the casket than doing
the eulogy!!™

The good news is that for any presentation, you can reduce your fears and lay
the foundation for a professional performance by focusing on five areas: preparation,
organization, audience rapport, visual aids, and delivery.

Knowing Your Purpose

The most important part of your preparation is deciding your purpose. What do you
want to accomplish? Do you want to sell a health care program to a prospective
client? Do you want to persuade management to increase the marketing budget? Do
you want to inform customer service reps of three important ways to prevent mis-
communication? Do you want to give advice to graduating high school seniors?
Whether your goal is to persuade, to inform, or to entertain, you must have a clear
idea of where you are going. At the end of your presentation, what do you want your
listeners to believe, remember, or do?

Shannon Daly, a loan officer at First Fidelity Trust, faced such questions as
she planned a talk for a class in small-business management. (You can see the
outline for her talk in Figure 12.3 on page 349.) Shannon'’s former business pro-
fessor had asked her to return to campus and give the class advice about bor-
rowing money from banks in order to start new businesses. Because Shannon
knew so much about this topic, she found it difficult to extract a specific purpose
statement for her presentation. After much thought she narrowed her purpose to
this: To inform potential entrepreneurs about three important factors that loan of-
ficers consider before granting start-up loans to launch small businesses. Her en-
tire presentation focused on ensuring that the class members understood and
remembered three principal ideas.
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Understanding Your Audience

A second key element in preparation is analyzing your audience, anticipating its
actions, and making appropriate adaptations. Audiences may fall into four categor
as summarized in Figure 12.1. By anticipating your audience, you have a better i %
of how to organize your presentation. A friendly audience, for example, wil resp
to humor and personal experiences. A neutral audience requires an even, control
delivery style. The talk would probably be filled with facts, statistics, and expert o
ions. An uninterested audience that is forced to attend requires a brief presentai
Such an audience might respond best to humor, cartoons, colorful visuals, and s
tling statistics. A hostile audience demands a calm, controlled delivery style with
jective data and expert opinion. Whatever type of audience you'll have, remember
the most important thing to do is to plan your presentation so that it focuses on
dience benefits. The members of your audience will want to know what's in it for th
Other elements, such as age, gender, education, experience, professional ba
ground, and audience size will affect your style and message content. Analyze
following questions to help you determine your organizational pattern, delivery style
and supporting material.
®  Who is my audience and how will this topic appeal to them?
® How can | relate this information to their needs?
®  How can I gain credibility and earn respect so that they accept my message?

our Audj;gcé Types

Organizational Delivery

Supporting
Style

Material

~ Bewarm, ‘pIeaéanr. e
~and open. Use lots of
 eye contact and smiles.

Include humor,
. personal examples,

Involve the audience. and experiences.

- Be controlled. Do

_nothing showy.

 Use cbnfid nt,

~ small gestures.

Use facts, statistics,
expert opinion, and
comparison and cont
Avoid humor, personal
stories, and flashy vi

patterns. Save time for

Be dynamic and

entertaining. Move
around. Use large

‘gestures.

Be brief—no more than Use humor, cartoons,
colorful visuals, powerf
quotations, and startling
patterns that seem statistics.
lengthy to the audience. . L e
Avoid darkening the [obm, standing motionless, passing out handouts,

T expecting the audience to participate.

Include objective data
and expert opinion.
Avoid anecdotes and
humor. )

Be calm and controlled.
troversial pattern,  Speak evenly and
such as a topical, slowly. '

Avoid a question-and-answer period, if possible; otherwise, use a moderator
or accept only written questions. .
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What would be most effective in making my point? Facts? Statistics? Personal
experiences? Expert opinion? Humor? Cartoons? Graphic illustrations? Demon-
strations? Case histories? Analogies?

What measures must | take to ensure that this audience remembers my main
points?

Once you have determined your purpose and analyzed the audience, you're ready
to collect information and organize it logically. Good organization and conscious rep-
etition are the two most powerful keys to audience comprehension and retention. In
fact, many speech experts recommend the following admittedly repetitious, but ef-
fective, plan:

Step 1: Tell them what you're going to say.
Step 2: Say it.
Step 3: Tell them what you've just said.

I : A :
WWR;"g‘fgs%;;';ifgg”m In other words, repeat your main points in the in-

troduction, body, and conclusion of your presentation.
Although it sounds deadly, this strategy works surpris-
ingly well. Let's examine how to construct the three parts
of an effective presentation.

Capturing Attention in the
Introduction

How many times have you heard a speaker begin
with, It's a pleasure to be here, I'm honored to be

asked to speak, or I'm going to do my presentation
«“Always start your presentation with a joke, 5 v Ve

but be careful not to offend anyone! Don’t mention on... . Boring openiqgs such as th}e_se gel sp_e_akers
religion, politics, race, age, money, technology, off to a dull start. Avoid such banalities by striving to
men, women, children, plants, animals, food...” accomplish three goals in the introduction to your
presentation:
® Capture listeners’ attention and get them involved.
® |dentify yourself and establish your credibility.
®  Preview your main points.

Many professional speakers consider the introduction to be one of the most jm-
portant parts of a presentation. If you're able to appeal to listeners and involve them
in your presentation right from the start, you're more likely to hold their attention un-
til the finish. However, if you're unable to grab the audience members’ attention in
the beginning, they may never hear what you have to say. To secure your audience’s
attention, consider some of the same techniques that you used to open sales letters:
a question, a startling fact, a joke, a story, or a quotation. Some speakers achieve
involvement by opening with a question or command that requires audience mem-
bers to raise their hands or stand up. Ten techniques for effectively capturing and
maintaining your audience’s attention are described in Figure 12.2.

To establish your credibility, you need to describe your position, knowledge, ed-
ucation, or experience—whatever qualifies you to speak. Try also to connect with
your audience. Listeners are particularly drawn to speakers who reveal something of
themselves and identify with them. A consultant addressing office workers might de-
scribe how he started as a temporary worker; a CEO might tell a funny story in which
the joke is on herself. Use humor if you can pull it off (not everyone can), and self-
effacing humor is probably best.
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Ten Winning Techniques for Gaining and Keeping
Audience Attention

Experienced speakers know how to capture the attention of an audience and how
maintain that attention during a presentation. You can glve your presentations a b
trying these ten proven techniques.
* A promise. Begin with a promise that keeps the audience expectant. For exam
By the end of this presentation, you will know how you can increase your sales
by 50 percent!
Drama. Open by telling an emotionally moving story or by describing a serious
problem that involves the audience. Throughout your talk include other dramatic
elements, such as a long pause after a key statement. Change your vocal
tone or pitch. Professionals use high-intensity emotions such as anger, joy,
sadness, and excitement. \
Eye contact. As you begin, command attention by surveying the entire audienc
1o take in all listeners. Take two to five seconds to make eye contact with as many
people as possible.
‘Movement. Leave the lectern area whenever possible. Walk around the conference.
table or between the aisles of your audience. Try to move toward your audience.
especially at the beginning and end of your talk.

_ Questions. Keep listeners active and involved with rhetorical questions. Ask for 2l
show of hands to get each listener thinking. The response will also give you a quick
gauge of audience attention.

Demonstrations. Include a member of the audience in a demonstration. For
example, I'm going to show you exactly how to implement our four-step

customer courtesy process, but | need a volunteer from the audience to help me.
Samples/gimmicks. If you're promoting a product, consider using items to toss

out to the audience or to award as prizes to volunteer participants. You can also pas
around product samples or promotional literature. Be careful, though, to maintain
contol. ' ‘

Visuals. Give your audience something to look at besides yourself. Use a variety

of visual aids in a single session. Also consider writing the concerns expressed by your
audience on a flipchart or on the board as you go along.

Dress. Enhance your credibility with your audience by dressing professionally for
your presentation. Professional dress will help you look more competent and
qﬁalified, which will make your audience more likely to listen to you and take you
seriously.

Self-interest. Review your entire presentation to ensure that it meets the critical
What's-in-it-for-me audience test. Remember that people are most interested in things
that benefit them.

During the time when the Macarena was a popular dance, Vice President Al Gore
addressed the Democratic National Convention. He used the introduction of his
speech to make fun of himself and his reputation of being boring. He said, “. . . this
is some crowd. I've been watching you doing the Macarena on television. And if |
could have your silence, | would like to demonstrate for you the Al Gore version of
the Macarena.” He then stood perfectly still for several seconds, after which he said,
“Would you like to see it again?"s

After capturing attention, introducing yourself, and establishing your credibility,
you'll want to preview the main points of your topic, perhaps with a visual aid. You
may wish to put off actually writing your introduction, however, until after you have
organized the rest of the presentation and crystallized your principal ideas.

Take a look at Shannon Daly’s introduction, shown in Figure 12.3, to see how
she integrated all the elements necessary for a good opening.
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FIGURE 12.3 — Oral Presentation Outline

What Makes a Loan Officer Say “Yes"?

Captures 1. INTRODUCTION
attention —————————a " A How many of you expect one day to start your own businesses? How many of you have all the
cash available to capitalize that business when you start?
Involves —————————= B, Like you, nearly every entrepreneur needs cash to open a business, and | promise you that by 1
audience 1 the end of this talk you will have inside mformatlon on how to make a loan application that |
will be successful. |
Identifies ————————s C. Asa loan officer at First Fidelity Trust, which specializes in small-business loans, | make |
speaker i decisions on requests from entrepreneurs like you applying for start-up money. x
H

Transition: Your professor invited me here today to tell you how you can improve your
chances of getting a loan from us or from any other lender. | have suggestions in three areas: ®———— Previews three
experience, preparation, and projection. . main points

- I.BODY
» A First, let's consider expenence You must show that you can hit the ground running.
1. Demonstrate what experience you have in your proposed business.

2. Include your résumé when you submit your business plan.

3. If you have little experience, tell us whom you would hire to supply the skills that you lack.
i - Transition: In addition to experience, loan officers will want to see that you have researched |
Establishes —— your venture thoroughly.
main points B. My second suggestion, then, involves preparation. Have you done your homework?

1. Talk to local businesspeople, especially those in related fields.

2. Conduct traffic counts or other studies to estimate potential sales.

3. Analyze the strengths and weaknesses of the competitlon 3 Develops
- Transition: Now that we've discussed preparation, we're ready for my final suggestion. coherence
J C My last tip is the most important one. It involves making a realistic projection of your with planned

potential sales, cash flow, and equity. 5 transitions

1. Present detailed monthly cash-flow projections for the first year.

2. Describe What-if scenarios indicating both good and bad possibilities.

3. Indicate that you intend to supply at least 25 percent of the initial capital yourself.

Transition: The three major points I've just outlined cover critical points in obtaining start-up
 loans. Let me review them for you.

. 11. CONCLUSION

Summarizes —————s A Loan officers are most likely to say “yes” to your loan apphcatlon if you do three things:

main points | (1) prove that you can hit the ground running when your business opens; (2) demonstrate that
you've researched your proposed business seriously; and (3) project a realistic picture of your
sales, cash flow, and equity.

B. Experience, preparation, and projection, then, are the three keys to launching your busingss &—————— Provides final
with the necessary start-up capital so that you can concentrate on where your customers not focus
your funds, are coming from.

Organizing the Body

The biggest problem with most oral presentations is a failure to focus on a few prin-
cipal ideas. Thus, the body of your short presentation (20 or fewer minutes) should
include a limited number of main points, say, two to four. Develop each main point
with adequate, but not excessive, explanation and details. Too many details can ob-
scure the main message, so keep your presentation simple and logical. Remember,
listeners have nothing written to look back over should they become confused.
When Shannon Daly began planning her presentation, she realized immediately
that she could talk for hours on her topic. She also knew that listeners are not good
at separating major and minor points. Thus, instead of submerging her listeners in a
sea of information, she sorted out a few principal ideas. In the mortgage business,
loan officers generally ask the following three questions of each applicant for a small
business loan: (1) Are you ready to “hit the ground running” in starting your busi-
ness? (2) Have you done your homework? and (3) Have you made realistic projec-
tions of potential sales, cash flow, and equity investment? These questions would
become her main points, but Shannon wanted to streamline them further so that
her audience would be sure to remember them. She capsulized the questions in
three words: experience, preparation, and projection. As you can see in Figure 12.3,
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Shannon prepared a sentence outline showing these three main ideas. Each is sup-
ported by examples and explanations.

How to organize and sequence main ideas may not be immediately obvious when
you begin working on a presentation. In Chapter 10 (Figure 10.2), you studied a num-
ber of patterns for organizing written reports. Those patterns—reviewed, amplified,
and illustrated here—are equally appropriate for oral presentations.

e Chronology. Example: A presentation describing the history of a problem, or-
ganized from the first sign of trouble to the present.

Geography/space. Example: A presentation about the changing diversity of the

workforce, organized by regions in the country (East Coast, West Coast, and so

forth).

Topic/function/conventional grouping. Example: A presentation discussing

amenities offered to coach passengers, organized by names of airlines.

Comparison/contrast (pro/con). Example: A presentation comparing organio

farming methods with those of modern industrial farming.

Journalism pattern. Example: A presentation describing how identity thieves can:

ruin your good name. Organized by who, what, when, where, why, and how.

Value/size. Example: A presentation describing fluctuations in housing costs, or-

ganized by prices of homes.

Importance. Example: A presentation describing five reasons that a consumer

should pay bills online, organized from the most important reason to the least

important.

Problem/solution. Example: A company faces a problem such as high turnover..

A solution such as adding more flexible time-off benefits is offered.

Simple/complex. Example: A presentation explaining genetic modification of

plants, organized from simple seed production to complex gene introduction.

Best case/worst case. Example: A presentation analyzing whether two compa-

nies should merge, organized by the best-case results (improved market share,

profitability, employee morale) opposed to the worst-case results (deva\ued
stock, lost market share, employee malaise).

In the presentation shown in Figure 12.3, Shannon arranged the main points by i im-
portance, placing the most important point last where it had maximum effect. When or-
ganizing any presentation, prepare a little more material than you think you will actually
need. Savvy speakers always have something useful in reserve (such as an extra hand-
out, transparency, or idea)—just in case they finish early and must fill the remaining time.

Summarizing in the Conclusion

Nervous speakers often rush to wrap up their presentations because they can't wait
to flee the stage. But listeners will remember the conclusion more than any part of &
speech. That's why you should spend some time to make it most effective. Strive to
achieve three goals:
e  Summarize the main themes of the presentafion.
® Provide a final, action-oriented focus that tells your listeners how they can use
the information you presented or what you want them to do.-
Include a statement that allows you to depart the podium gracefully and leaves
a lasting impression.

When it's time to end your presentation, be careful not to introduce any new ma-
terial. Anything important should have been included in the body of your presentation.
The conclusion is the time to summarize that information, not to bring up new details.

Some speakers end blandly with comments such as / guess that's about all |
have to say or That's it. This makes the speaker look unprofessional and unprepared.
Skilled speakers alert the audience that they are finishing. They use phrases such
as, As | end this presentation or It's time for me to stop. Then they proceed imme-
diately to the conclusion. Skilled speakers try to avoid using the cliché phrase In con-
clusion to end their presentations; for some audience members that's a signal to stop
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listening. Audiences become justly irritated with a speaker who announces the con-
clusion but then talks on for ten more minutes.

A straightforward summary should review major points and focus on what you want
the listeners to do, think, or remember. You might say, In bringing my presentation to
a close, | will restate my major purpose . . . . Or, In summary, my major purpose has
been to. ... in support of my purpose, | have presented three major points. They are
@)...,(b)...,and(c)....Notice how Shannon Daly, in the conclusion shown in Fig-
ure 12.3, summarized her three main points and provided a final focus to listeners.

If you are promoting a recommendation, you might end as follows: In order to
increase our sales by at least 25 percent, | recommend that we retain Matrixx Mar-
keting to conduct a telemarketing campaign beginning September 1 at a cost of
X dollars. To complete this recommendation, | suggest that we (a) finance this cam-
paign from our operations budget, (b) develop a persuasive message describing our
new product, and (c) name Tonya Padilla to oversee the praject. Avoid using phrases
such as | think, | believe, or [ feel, which will weaken your presentation.

In your conclusion you might want to use an anecdote, an inspiring quotation, or
a statement that ties in the opener and offers a new insight. Whatever you choose,
be sure to include a closing thought that indicates you are finished. For example, This
concludes my presentation. After investigating many marketing firms, we are con-
vinced that Matrixx is the best for our purposes. Your authorization of my recommen-
dations will mark the beginning of a very successful campaign for our new product.

Good speakers are adept at building audience rapport. They form a bond with the
audience; they entertain as well as inform. They keep their audience involved through-
out the presentation. How do they do it? Based on observations of successful and
unsuccessful speakers, we learn that the good ones use a number of verbal and
nonverbal techniques to connect with the audience. Some of their helpful techniques
include providing effective imagery, supplying verbal signposts, and using body lan-
guage strategically.

Effective Imagery

You'll lose your audience quickly if your talk is filled with abstractions, generalities,
and dry facts. To enliven your presentation and enhance comprehension, try using
some of these techniques:

e Analogies. A comparison of similar traits between dissimilar things can be ef-
fective in explaining and drawing connections. For example, Product develop-
ment is similar to the process of conceiving, carrying, and delivering a baby. Or,
Putting together an effective business presentation is similar to directing and pro-
ducing an award-winning theatrical play.

e Metaphors. A comparison between otherwise dissimilar things without Using the
words fike or as results in a metaphor. For example, Our competitor's CEO is a
snake when it comes to negotiating. Or, The discussion board is the heart of an
online class.

e Similes. A comparison that includes the words fike or as is a simile. For exam-
ple, Graduating at the top of his class was like hitting a grand slam in the bot-
tom of the ninth inning to win the World Series. Or, She’s as relaxed as someone
who just spent a day at the spa.

e Personal anecdotes. Nothing connects you faster or better with your audience

than a good personal story. In a talk about identity theft, you could reveal your

own experiences with having your identity stolen.

Personalized statistics. Although often misused, statistics stay with people—

particularly when they relate directly to the audience. A speaker addressing a
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group of first-year medical school students might say, Look at the people s
on each side of you. Only one of you will still be here at the end of the acaden
year. If possible, simplify and personalize facts. For example, The sales of Coe
Cola totaled 2 billion cases last year. That means that six full cases of Coke we
consumed by every man, woman, and child in the United States.

Worst- and best-case scenarios. Hearing the worst that could happen can
effective in driving home a point. For example, If we do nothing to make our i
work more secure now, it's just a matter of time before a hacker gets in al
steals confidential company information. Can you imagine what would happe
customers learned that their account information had gotten into the wra
hands? However, if we take the necessary steps now, we can ensure that
network is safe and protected against fraud and other security threats.

Verbal Signposts

Speakers must remember that listeners, unlike readers of a report, cannot control the
rate of presentation or flip back through pages to review main points. As a resul, lis-
teners get lost easily. Knowledgeable speakers help the audience recognize the of-
ganization and main points in an oral message with verbal signposts. They keep listeners

on track by including helpful previews, summaries, and transitions, such as these;

® Previewing
The next segment of my talk presents three reasons for. . . .
Let's now consider two causes of . . . .

Summarizing
Let me review with you the major problems I've just discussed.
You see, then, that the most significant factors are . . . .

Switching directions
Thus far we've talked solely about . . . ; now let's move to. . ..
I've argued that. .. and. .., but an alternate view holds that . . ..

You can further improve any oral presentation by including appropriate transi-
tional expressions such as first, second, next, then, therefore, moreover, on the other
hand, on the contrary, and in summary. These expressions lend emphasis and tell
listeners where you are headed. Notice in Shannon Daly'’s outline, in Figure 12.3 on-
page 349, the specific transitional elements that were designed to help listeners
recognize each new principal point.

Nonverbal Messages

Although what you say is most important, the nonverbal messages you send can

also have a powerful effect on how well your message is received. How you look,

how you move, and how you speak can make or_break your presentation. The fol-

lowing suggestions focus on nonverbal tips to ensure that your verbal message is

well received.

® Look professional. Like it or not, you will be judged by your appearance. For
everything but small in-house presentations, be sure you dress professionally. A
general rule of thumb is that you should dress at least as well as the best-dressed
person in the audience. However, even if you know that your audience will be
dressed casually, showing up in professional attire will help you build credibil-
ity. You'll feel better about yourself too!
Animate your body. Be enthusiastic and let your body show it. Stand with good
posture to show confidence. Emphasize ideas to enhance points about size,
number, and direction. Use a variety of gestures, but don't consciously plan them
in advance.
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During any presentation you'll communicate
to your audience both verbally and nonver-
bally. Use your dress, facial expressions,
posture, and gestures to add professional-
ism, poise, and impact to your
presentation.
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® Punctuate your words. You can keep your audience interested by varying your
tone, volume, pitch, and pace. Use pauses before and after important points.
Allow the audience to take in your ideas

® Use appropriate eye contact. Maintaining eye contact with your audience shows
that you're confident and prepared. In addition, looking at audience members,
rather than looking at your notes or your computer screen, helps them feel more
involved.

®  Get out from behind the podium. Avoid being planted behind the podium. Move-
ment makes you look natural and comfortable and helps you connect more with
your audience. You might pick a few places in the room to walk to. Even if you
must stay close to your visual aids, make a point of leaving them occasionally
so that the audience can see your whole body.

® Vary your facial expression. Begin with a smile, but change your expressions
to correspond with the thoughts you are voicing. You can shake your head to
show disagreement, roll your eyes to show disdain, look heavenward for guid-
ance, or wrinkle your brow to show concern or dismay. To see how speakers
convey meaning without words, mute the sound on your TV and watch the facial
expressions of a talk show personality, newscaster, or politician.

Before you make a business presentation, consider this wise Chinese proverb: “Tell
me, | forget. Show me, | remember. Involve me, | understand.” Your goals as a speaker
are to make listeners understand, remember, and act on your ideas. To get them in-
terested and involved, include effective visual aids. Some experts say that we ac-
quire 85 percent of all our knowledge visually. Therefore, an oral presentation that
incorporates visual aids is far more likely to be understood and retained than one
lacking visual enhancement

Good visual aids have many purposes. They emphasize and clarify main points,
thus improving comprehension and retention. They increase audience interest, and
they make the presenter appear more professional, better prepared, and more per-
suasive. Furthermore, research shows that the use of visual aids actually shortens pre-
sentations.® Visual aids are particularly helpful for inexperienced speakers because the
audience concentrates on the aid rather than on the speaker. Good visuals also serve
to jog the memory of a speaker, thus improving self-confidence, poise, and delivery.

Visual aids clarify points; -
improve comprehension,
fetention.

R
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Types of Visual Aids

Fortunately for today's speakers, many forms of visual media are availat
hance a presentation. When deciding what types of visual aids to include
presentation, you should consider the cost, the ease of preparation, the de
formality desired, and the potential effectiveness. Figure 12.4 describes the p
cons for a number of visual aids and can guide you in selecting the best vi
for any speaking occasion. Three of the most popular visuals are multimedi
handouts, and overhead transparencies.

MULTIMEDIA SLIDES

With today's excellent software programs—such as Microsoft PowerPoint,
Keynote, Lotus Freelance Graphics, Corel Presentations, and Astound Presen
you can create dynamic, colorful presentations with your PC. The output from th
grams is generally shown on a PC monitor, a TV monitor, an LCD (liquid crystal

FIGUREI24 [, Gonsider the Pros and Cons for Visual Aid Options

Medium Pros

Creates professional appearance with  Presents potential incompa
many color, art, graphic, and font ~ issues. Requires costly projec
_options. Easy to use and transport via  equipment and practice for
removable disk, Web download, or 4

e-mail attachment. Inexpensive to razzle-dazzle features that r
update. add value.

Multimedia slides

Transparencies b : Gives professional appearance with Appears to some as an outdate:
4 Py little practice. Easy to (1) prepare, sentation method. Holds sps%
(2) update and maintain, (3) locate captive to the machine. Provic
reliable equipment, and (4) limit reproduction of photos and
‘information shown at one time. graphics. i
Handouts T ¥ ~ Encourages audience participation. Increases risk of unauthi
Easy to maintain and update. cation of speaker’s matel

Enhances recall because audience

1 difficult to transport. May
keeps reference material.

speaker to lose audience’s

Requires graphics talent.
larger audiences to see.

~ Provides inexpensive option available
at most sites. Easy to (1) create,
(2) modify on the spot, (3) record
comments from the audience, and
~ (4) combine with more high-tech
visuals in the same presentation.

Flipcharts or whiteboards

Video Gives an accurate representation of
‘the content; strong indication of fore- sues related to computer vi
thought and preparation. % mats. Expensive to create an
i . update.
- Objects for demonstration Offers a realistic reinforcement of Leads to extra work and
3 message content. Increases audience  transporting and replacing

participation with close observation. objects. Limited use with I
¥ 1 audiences.
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panel, or a screen. With a little expertise and advanced equipment, you can create a
multimedia presentation that includes audio, video clips, and hyperlinks, as described
in the following discussion of electronic presentations. Multimedia slides can also be
uploaded to a Web site or broadcast live over the Internet.

HANDOUTS

( pRN You can enhance and complement your presentations by distributing pictures, out-
i fter:youfinishii lines, brochures, articles, charts, summaries, or other supplements. Speakers who
Y use multimedia presentation programs often prepare a handout that has images of
their slides along with notes to distribute to viewers. Timing the distribution of any
handout, though, is tricky. If given out during a presentation, your handouts tend to
distract the audience, causing you to lose control. Thus, it's probably best to discuss
most handouts during the presentation but delay distributing them until after you
finish. If you plan to give your audience handouts at the end, tell them near the be-
ginning of the presentation.

OVERHEAD TRANSPARENCIES

Student and professional speakers alike rely on the overhead projector for many rea-
sons. Most meeting areas are equipped with projectors and screens. Moreover, ac-
etate transparencies for the overhead are cheap, effortlessly prepared on a computer
or copier, easy to transport, and simple to use. What's more, because rooms need
not be darkened, a speaker using transparencies can maintain eye contact with the
audience. A word of caution, though: stand to the side of the projector so that you
don't obstruct the audience’s view. Also make sure that the information on your
transparencies can be seen by all audience members.

Whether making a presentation to a dozen people sitting around a conference table
or speaking to an audience of 500 in a large auditorium, smart speakers choose to
put their key points on screen to underscore and reinforce them. As a result, soft-
ware programs such as PowerPoint have become the business standard for pre-
senting, defending, and selling ideas most effectively. Business speakers use

multimedia presentations because they are economical,

mﬂ;gﬁiggﬁ?om flexible, and easy to prepare. Changes can be made

right up to the last minute. The medium provides a wide
variety of visual and auditory enhancements to keep au-
dience attention and to emphasize important informa-
tion. Most significant, though, such presentations, when
done well, can make even amateurs look like real pros.

Yet, PowerPoint has its critics. They charge that the
program dictates the way information is structured and
presented. PowerPoint stifles “the storyteller, the poet, the
person whose thoughts cannot be arranged in the shape
of an AutoContent slide.”” PowerPoint, say its detractors,
is turning the nation’s businesspeople into a “mindless
gaggle of bullet-pointed morons.” Although storytellers
and poets may find that PowerPoint smothers their cre-
ativity, business speakers know that it increases audience
enjoyment, enhances comprehension, and promotes retention. PowerPoint speakers,
however, are effective only when they are skillful. To stay clear of the “bullet-pointed
moron” category, you must learn about creating your presentation, building bullet
points, and adding multimedia effects.

£

GLASBERGEN

“My presentation lacks power and it has no point.
I assumed the software would take care of that!”
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Creating Your Presentation

All presentation programs require you to (1) select or create a template that will serve
as the background for your presentation and (2) make each individual slide by
lecting a layout that best conveys your message. You can use one of the templat
provided with your presentation software program, download one from many Wk
sites, or create one from scratch.

Novice and even advanced users choose existing templates because they.
designed by professionals who know how to combine harmonious colors, bord
bullet styles, and fonts for pleasing visual effects. If you prefer, you can alter exi
templates so they better suit your needs. Adding a corporate logo, adjusting the color
scheme to better match the colors used on your organization’s Web site, or selecting
a different font are just some of the ways you can customize existing templates.

Be careful, though, of what one expert labels “visual clichés.”® Overused te
plates and even clip art that comes with PowerPoint can weary viewers who have s
them repeatedly in presentations. Instead of using a standard template, key in “Po
Point Template” in your favorite search engine. You will see hundreds of template o
tions available as free downloads. Unless your employer requires that presentatiof
all have the same look, your audience will most likely appreciate fresh templates th
complement the purpose of your presentation and provide visual variety.

Whether you create your own template or choose one designed by profession-
als, consider these principles when evaluating color options. Warm colors—reds, 0
anges, and yellows—are best to highlight important elements. Blue is associated witt
calmness; yellow signals caution; red can mean stop, financial loss, or danger; and
green relates to nature, go, and money.

The color for backgrounds and text depends on where the presentation will be
given. Use light text on a dark background for presentations in darkened rooms.
dark text on a light background for computer presentations in lighted rooms. Al
using a dark font on a dark background, such as red text on a dark blue background
Likewise, avoid using a light font on a light background, such as white text on a
blue background or yellow text on a white background. Dark on dark and light
light results in low contrast, making the slides difficult to read. Figure 12.5 shows
of the many different template designs you have to choose from.

In selecting the best layout for each slide, you again can choose from the |
out options that are part of your presentation program, or you can create a lay
from scratch by adding your own elements to each slide. Figure 12.6 illustrates sol

of the many layout options for creating your slides. You can alter layouts by rep
tioning, resizing, or changing the fonts for the placeholders in which your fitle
leted list, organization chart, video clip, photograph, or other elements appear.

When working as a team to prepare a slide presentation, be sure that each me
ber is using the same template. That way when team members merge their individt

FIGURE 12.5 [
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sections into one presentation file, no one will be surprised about how the slides look.
To maintain a consistent look throughout the presentation, only one team member
should be in charge of making color, font, or other global formatting changes to the
slide and title masters. Team members should be encouraged to follow the global for-
matting established by the master slides. In addition, team members should under-
stand that making global changes one time using the master slides is a definite plus.
It prevents the hassles associated with changing many individual slides.

Building Bullet Points

When you prepare your slides, translate the major headings in your presentation out-
line into titles for slides. Then build bullet points using short phrases. In Chapter 5
you learned to improve readability by using graphic highlighting techniques, includ-
ing bullets, numbers, and headings. In preparing a PowerPoint presentation, you will
use those same techniques.

Let's say, for example, that Brad wants to persuade the seven trainers in his de-
partment to use more audience participation when giving training seminars. He has
to convince them that trainee feedback describing some sessions as “one-way in-
formation dumps” is proof that improvement is needed. Brad wants to emphasize
how trainers and trainees can benefit by including audience-involvement techniques.
Here is a portion of the text he wrote.

Text of Presentation

Today’s audience members interact with wireless phones, instant messaging,
blogs, and other communication media. So when they come to one of your train-
ing sessions, they often expect you to include two-way dialog and interactivity
through audience-involvement techniques. Such techniques include asking the
trainees to guess a statistic before revealing it dividing the trainees into small
groups to discuss an issue, and encouraging participation with giveaways. In ad-
dition to meeting audience expectations, incorporating interactivity into a
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presentation also benefits the speaker. Audience-involvement techniques can be ¥
used to reinforce key points and to add variety to the presentation by changing
the pace and 8iving audiences a “break” from listening to just one person. In-
teractivity also helps the speaker build

rapport with the audience and encourage
audience members to get to know each other.

To convert the Preceding text into bullet points, Brad started with a title and.
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point of this bulleted slid
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the top or “wipe” right, he can time the display of each bullet point to coordina
his comments on each point. In addition, when Brad moves from slide to slide
use Slide Transition effects. Such effects for a new slide appearing on scr
, dissolving, or fading slowly. Most experts agree th
ion and transition effects can be distracting. Therefore,
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story. That's the job of the presenter.
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in a stimulating introduction, to show the benefits of a product in use, or to bring the
personality of a distant expert or satisfied customer right into the meeting room. Audio
can also be used to enliven a presentation. Sound or music can be used to gain your
audience’s attention, to illustrate a key point, or to hear what a product sounds like.

Another way to enliven a presentation is with photographic images. These im-
ages are easy to obtain thanks to stock photos that can be purchased online and to
the prevalence of low-cost scanners and digital cameras. Furthermore, animated flow-
charts present processes, operations, and sequences more accurately than do bul-
leted lists.

PowerPoint, for example, has a Diagram Gallery feature that offers users many
interesting options for presenting information. Figure 12.8 illustrates six common di-
agram types. The accompanying slide shows how Brad chose the radial diagram
option to present the bulleted list shown in Figure 12.7. When Brad displays this slide,
he will animate the boxes so that the center box appears first. Subsequent boxes will
appear timed with his explanation of each.
animation to-introduce ele- Numeric information is more easily grasped in charts or graphs than in a listing
nis of a presentation as they of numbers. Moreover, in most programs, you can animate your graphs and charts.
diin-your spoken remarks. Say, for instance, you have four columns in your bar chart. You can control the en-
try of each column by determining in what order and how each column appears on
the screen. The goal is to use animation strategically to introduce elements of the
presentation as they unfold in your spoken remarks. Figure 12.9 shows how a chart
can be used to illustrate a concept discussed in Brad's presentation. |

Most programs are also capable of generating hyperlinks (“hot spots” on the oE
screen) that allow you to jump instantly to sources outside your presentation. With a
click of your mouse, you could take your audience “live” to a Web site that contains
up-to-the-minute data related to your presentation. Hyperlinks can also be used to
link to a Word document, Excel spreadsheet, or any other type of document that you
want participants to see. Hyperlinks can enhance interest in your presentation by
adding interactive features and a wide variety of multimedia elements.

Be warned, though, that using multimedia effects or visual enhancements just
because you can is never a good enough reason to include them. Every multimedia
and visual effect you use should enhance your message and engage your audience. E

|
{

Using too many “bells and whistles” is annoying and may cause your audience to
remember the entertaining slides rather than the key points.
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You also have a variety of options for printing hard-copy versions of your presen
tion. One excellent option is to make speaker’s notes, which can be an effectiv
for practicing and delivering your talk. To create Speaker’s notes while designing
slides in PowerPoint, type any comments or outline material in the “Click to add n
section that appears at the bottom of each slide Once this is done, you can
“Notes Pages” using the Print option. Each printed page will show the slide imag
the top half of the printout, with your supporting comments for the abbreviated
rial in your slides below. You might find that using these speaker notes during
presentation can help you better synchronize your presentation with the slide conten
Speaker’s notes can also be printed as handouts for your audience or displayed ¢
the Web if you want to give viewers more detailed information. Printed handouts 8
include up to nine miniature versions of your slides per page. These miniatures
handy if you want to preview your talk to a sponsoring organization or if you wal
supply the audience with a summary handout of your presentation.

You have a range of alternatives, from simple to complex, for moving your mulfi
dia presentation to the Internet. The simplest option is posting your slides onling fo
others to access. Even if you are giving a face-to-face presentation, attendees ap
preciate these electronic handouts because they don't have to lug them home. You
can also e-mail your PowerPoint presentation as an attachment to attendees, 3
The most complex option for moving your multimedia presentation to the Inter-
net involves a Web conference or live broadcast. Web presentations with slides,
ration, and speaker control have emerged as a way for anyone who has acces
the Internet to attend your presentation without leaving the office. For example,
could initiate a meeting via a conference call, narrate using a telephone, and h:
participants see your slides from the browsers on their computers. If you prefer,
could skip the narration and provide a prerecorded presentation. Web-based!
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Avoiding Being Upstaged by Your Slides

One expert urges speakers to “use their PowerPresence in preference to their Power-

Point.”™" Although multimedia presentations can add excitement to the presentation,

they cannot replace solid, well-researched content. In developing a presentation, don't

expect your slides to carry the show. Your goal is to avoid letting PowerPoint “steal

your thunder.” Here are suggestions for keeping control in your slide presentation:

®  Use your slides primarily to summarize important points. For each slide have one
or more paragraphs of narration to present to your audience.

® Remember that your responsibility is to add value to the information you present.
Explain the analyses leading up to the major points and what each point means.

® Look at the audience, not the screen.

® As you show new elements on a slide, allow the audience time to absorb the in-
formation; then paraphrase and elaborate on what they have seen. Do NOT read
verbatim from a slide.

® Leave the lights as bright as you can. Make sure the audience can see your face
and eyes.

® Use a radio remote control (not infrared) so that you can stand near the screen
or near your audience rather than remain tethered to your computer. Radio re-
motes allow you to be up to 50 feet away from your laptop.

® Maintain a connection with the audience by using a laser pointer to highlight
slide items to discuss.

® Don't rely totally on PowerPoint, Help the audience visualize your points by us-
ing other techniques. Drawing a diagram on a whiteboard or flipchart can be
more engaging than showing slide after slide of static drawings. Showing real
objects is a welcome relief from slides.

® In case of equipment failure, bring backups of your presentation. You can print
your presentation on acetate transparencies or bring handouts of your slides as
discussed earlier. Transferring your presentation to a CD, DVD, or USB flash
drive that could run from any available computer device (laptop, PDA, or hand-
held) might prove useful as well. Finally, e-mail a copy of your presentation to
yourself so that you're able to access the file if needed.

Above all, remember that your slides merely supply a framework for your presenta-
tion. Your audience came to see and hear you!

Once you've organized your presentation and prepared visuals, you're ready to prac-
tice delivering it. Here are suggestions for selecting a delivery method, along with
specific techniques to use before, during, and after your presentation.

Delivery Method

Inexperienced speakers often feel that they must memorize an entire presentation to
be effective. Unless you are an experienced performer, however, you will sound
wooden and unnatural. What's more, forgetting your place can be disastrous! That's
why we don't recommend memorizing an entire oral presentation. However, memo-
rizing significant parts—the introduction, the conclusion, and perhaps a meaningful
quotation—can be dramatic and impressive.

If memorizing won't work, is reading your presentation the best plan? Definitely
not! Reading to an audience is boring and ineffective. Because reading suggests
that you don’t know your topic well, the audience loses confidence in your expertise.
Reading also prevents you from maintaining eye contact. You can't see audience re-
actions; consequently, you can’t benefit from feedback. Finally, reading makes for a
dull presentation!
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Delivery Techniques

Nearly everyone experiences some degree of stage fright when speaking before a
group. “The typical person is uncomfortable in a presentation forum. Neither rank nor
personality is a differentiator,” says corporate speech consultant Dianna Booher."? Be-
ing afraid is quite natural and results from actual physiological changes occurring in
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ything else that makes you happy You've ear





[image: image19.jpg]ation, extensive:

Making Effective and Professional Oral Presentations

your body. Faced with a frightening situation, your body responds with the fight-or-flight
response, discussed more fully in Figure 12.10. Typical physical responses include a
dry mouth, a pounding heart, sweaty palms, butterflies in the stomach, trembling hands,
or a shortage of breath. If you've ever felt any of these symptoms before speaking in
front of a group, you're not alone! The good news is that you can learn to control and
reduce stage fright, as well as to incorporate techniques for effective speaking, by us-
ing the following strategies and techniques before, during, and after your presentation.

Before Your Presentation

Although you may not look forward to a presentation, you can reduce your appre-

hension and increase your confidence before your talk by following these tips:

e Prepare thoroughly. One of the most effective strategies for reducing stage fright
is knowing your subject thoroughly. Research your topic diligently and prepare
a careful sentence outline. Those who try to “wing it” usually suffer the worst
butterflies—and make the worst presentations.

e Rehearse repeatedly. When you rehearse, practice your entire presentation—not
just the first half. Place your outline sentences on note cards or PowerPoint
speaker's notes pages. You may also wish to include transitional sentences to
help you move to the next topic. Use these cards or notes pages as you prac-
tice, and include your visual aids in your rehearsal. Rehearse alone or before
friends and family. Ask them to provide you constructive, honest feedback. Also
try rehearsing on audio- or videotape so that you can evaluate your effectiveness.

e Time yourself. Most audiences tend to get restless during longer talks. Thus,
try to complete your presentation in no more than 20 minutes. If you have a
time limit, don’t go over it. Set a timer during your rehearsal to measure your
speaking time.

e Request a lectern. Every beginning speaker needs the security of a high desk
or lectern from which to deliver a presentation. It serves as a note holder and a
convenient place to rest wandering hands and arms. Don't, however, lean on it.

e Check the room. Before you talk, make sure that a lectern has been provided.
If you are using sound equipment or a projector, be certain they are operational.
Check electrical outlets and the position of the viewing screen. Ensure that the
seating arrangement is appropriate to your needs.

e Greet members of the audience. Try to make contact with a few members of
the audience when you enter the room, while you are waiting to be introduced,
or when you walk to the podium. Your body language should convey friendli-
ness, confidence, and enjoyment.

e Practice stress reduction. If you feel tension and fear while you are waiting your
turn to speak, use stress-reduction techniques, such as deep breathing. Addi-
tional techniques to help you conquer stage fright are presented in Figure 12.10.

During Your Presentation

By following these suggestions during your presentation, you can apply techniques

used by professionals to win over the audience, feel comfortable, and look polished:

e Dress professionally. Dressing professionally for a presentation will make you
look more credible to your audience. You'll also feel more confident.

e Begin with a pause. When you first approach the audience, take a moment to
adjust your notes and make yourself comfortable. Establish your control of the
situation.

e Present your first sentence from memory. By memorizing your opening, you
can immediately establish rapport with the audience through eye contact. You'll
also sound confident and knowledgeable.

e Maintain eye contact. If the size of the audience overwhelms you, pick out two
individuals on the right and two on the left. Talk directly to these people. If you're
presenting to a smaller audience, try to make eye contact with everyone in the
room at least once during your presentation.
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The time to answer questions,
distribute handouts, and reiterate:
main points is after a presentation.

You want to be your best during your
presentation. Begin by researching your
topic, preparing your visuals, and practic-
ing thoroughly before your talk. Dress
professionally on the day of your presenta-
tion. During your presentation maintain
eye contact with your audience and use
appropriate hand gestures.

Control your voice and vocabulary. This means speaking in moderated tones
but loudly enough to be heard. Eliminate verbal static, such as uh, like, you know,
and um. Silence is preferable to meaningless fillers when you are thinking of your
next idea.

e Show enthusiasm. If you're not excited about your topic, how can you expect
your audience to be? Show passion for your topic through your tone, facial ex-
pressions, and gestures. Adding variety to your voice also helps to keep your
audience alert and interested.

e Put the brakes on. Many novice speakers talk too rapidly, displaying their nerv-

ousness and making it difficult for audience members to understand their ideas.
Slow down and listen to what you are saying.

e Move naturally. You can use the lectern to hold your notes so that you are free
to move about casually and naturally. Avoid fidgeting with your notes, your cloth-
ing, or items in your pockets. Learn to use your body to express a point.

e Use visual aids effectively. Discuss and interpret each visual aid for the audi-

ence. Move aside as you describe it so that it can be seen fully. Use a pointer

if necessary.

Avoid digressions. Stick to your outline and notes. Don'’t suddenly include clever

little anecdotes or digressions that occur to you on the spot. If it's not part of

your rehearsed material, leave it out so that you can finish on time.

e Summarize your main points. Conclude your presentation by reiterating your
main points or by emphasizing what you want the audience to think, do, or re-
member. Once you have announced your conclusion, proceed to it directly.

After Your Presentation

Concluding gracefully and answering questions skillfully can reinforce your message
as well as make you look credible and professional. The following tips help you know
what to do after your presentation:

e Distribute handouts. If you prepared handouts with data the audience will not

need during the presentation, pass them out when you finish.

e Encourage questions. If the situation permits a question-and-answer period, an-
nounce it at the beginning of your presentation. Then, when you finish, ask for
questions. Set a time limit for questions and answers. If you don't know the an-
swer to a question, don’t make one up. Instead, offer to find the answer within a
day or two. If you make such a promise to your audience, be sure to follow through.
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Once your presentation is over, you might
ask your audience for questions. If you've
planned a question-and-answer session, it's
best to tell your audience at the beginning
of your presentation so that they can start
formulating questions. This also helps pre-
vent interruptions during your presentation.

V'
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® Repeat questions. Although the speaker may hear the question, audience mem-
bers often do not. Begin each answer with a repetition of the question. This also
gives you thinking time. Then, direct your answer to the entire audience, not just
to the person who originally asked the question.

® Reinforce your main points. You can use your answers to restate your primary
ideas (I'm glad you brought that up because it gives me a chance to elaborate
on...). In answering questions, avoid becoming defensive or debating the
questioner.

® Keep control. Don't allow one individual to take over. Keep the entire audience
involved.

® Avoid Yes, but answers. The word butimmediately cancels any preceding mes-
sage. Try replacing it with and. For example, Yes, X has been tried. And Y works
even better because . . . .

® End with a summary and appreciation. To signal the end of the session before you
take the last question, say something like We have time for just one more question.
As you answer the last question, try to work it into @ summary of your main points.
Then, express appreciation to the audience for the opportunity to talk with them.

| ADAPTING TO

INTERNATIONAL AND CROSS-CULTURAL AUDIENCES

Addressing cross-cultural
audiences requires a speaker to
consider audience expectations
and cultural conventions.

Every good speaker adapts to the audience, and cross-cultural presentations call for
special adjustments and sensitivity. When warking with an interpreter or speaking
before individuals whose English is limited, you'll need to be very careful about your
language. You might have to speak more slowly, use simple English, avoid jargon
and clichés, and use short sentences.

Beyond these basic language adaptations, however, more fundamental sensi-
tivity is often necessary. In organizing a presentation for a cross-cultural audience,
think twice about delivering your main idea up front. Many people (notably those in
Japanese, Latin American, and Arabic cultures) consider such directness to be brash
and inappropriate. Remember that others may not share our cultural emphasis on
straightforwardness.'®

Also consider breaking your presentation into short, discrete segments. Such or-
ganization enables participants to ask questions and digest what has been presented.
This technique is especially effective in cultures where people communicate in





